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1 Acceptance of a trip or excursion by Municipal Court Judges and Magistrates, City Manager, Deputy City Manager, City Clerk, Assistant City Clerk, Assistant City Managers, Assistants to the City Manager, and all department heads, assistant department heads, and employees in positions listed on the executive pay plan (Job Class 1000 thru 1999) must receive prior written approval of the City Manager.  Other City staff must receive written approval from their department director. 
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Name:
Position Title:
Name of the Sponsor:
Places to be Visited*:
*Attach itinerary if available.
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(Attach files by selecting the following Icon at bottom left of window:)
Purpose and Dates of the Travel:
Estimated Amount of Travel Expense(s):
City Manager/Department Head
APPROVED1 :  
Traveler's Signature
Date: (MM/DD/YYYY)
Date: (MM/DD/YYYY)
Third Party Sponsored Travel Form
For Use Of This Form, See Section 2-76 of the City Code (Ethics Code)
Any person who, in connection with his or her official duties, accepts a trip or excursion involving the gratuitous provision of transportation, accommodations, entertainment, meals, or refreshments paid for by a person or entity other than a public agency must file with the City Clerk, before embarking on the travel, a disclosure statement identifying:
Office of the City Clerk
CITY OF SAN ANTONIO
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Travel Reporting Requirements (ethics)
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